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Tos \"J Deputy Chief, Aiministretive Services Division
Froms Toeords Control Unit
Subjs Vital Docunents Rapos’tory —- Outline of
IRTRODUCTION:
A% your requast, I hove conferred with ragarding the cur-

rent status of the Vital Documents Repository., In addition to studying
the taeic documents in his Ciles, we visited the interim repository to
survey the present arremgement of the files.

The interir spece wes occupiled on 2 Aungust 1950 as a temporary ex—
pedient until construction of =2 final prepository wes completed, There
are sbont 25 IBY eight-draver safe-files, 25 stand rd four-draver safe-
files, end the equivalent of iwo-dravers on miorofilms represonting a
total of 113 {16 mm) 100 ft, reals of ~derofilm and 32 {35 mm) 100 ft,
reals of microfilms, This count hovever, does not include films done
by sensitive ofices snd other intelligonce agencies, This represents
vital doounent contributions from &1l offices =md Staffs in the Aponcy,
It 4is kept ocurrent by integrating new natorinl periodically into the file.

U Comtrol of the materisl is adninistored as follows:

&) Placed in a msstor sofe in the repeeitory ars code shoets
wvhich {a) tdemtify tho source of the matarial end ites lo-
oation in the files; (b) lisi the combinations of all safes;
emd {e) index, by key word, ‘he subject content of the files,

B) Ofricial sgess to the files is 1i-ited |
and his Altermate, Offioe ropro-
sentatives contact Mr, Bocker directly on s1l metiers rela-

ting to the repository,

3) Certain sensitive units {OPC, 050, 558, and $3C) are suthe
orized to have an Of7ice Repre-entative accomp-ny material
to_the o rs however, in asch case elther| |
or| mast escort them,

3) An official chronology is naintained vhich records important
avents concerning vital docusents operstions,

&) The Inspaction and Security “taff is kept fully advised on
all matters comnocted with the sctlvity,

The control and orpanization of mat:rial at the interin repository
is in exoellent ghope, Sound plans have nlso been made to ald Lprove
sents and rofinenents to the srstem st the final repository, Everything
I saw, pointed Mrectly to =tcollent adwinistration and ssr-ful supers
vision of the repository by | |

o B
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PROBLEM:

Due to poor atmospheric conditions -t the interin locatiem, the
move to the *inal repository should take plroe as soon es possible.

Moisture shaorption by the records, especially the IBM Cards and
the microfilm presents a serious problem, Bottom dravers in cabinets
sontein wntor, steel parts have begun to rust, and a demmidifier vas
installed, Unfortunntely, it is not operating ef iciently and anothor
solution will h-ve to be z‘uund. Original Jocuments have not yet been
affected due to a presautionary ster taken last September which 1i-its
£1ling to the wpper '3 drawers of each cabinet,

The quality of microfilme deposited by the Records Henazoment
Bramch in the interim repocitory appesrs good,althouch only & fraction
was inspscted, It, therefore, vould be aivisable to recheck a2ll micrte
f1lms at the repository to ascertain their eondition, More rocont
micrefilme being held by the Records Management Branch are not a1l of
good quality. Of 304 resls {16 mm), 207 are good, 30% are fair, and
SOL poor, of 46 reels {35 mn), all ore good. To drte (27 Dse 50) 800
recls have bean token of vhich 148 are at the interim viial reconds re-
_pository, 350 reels nre at Records Managemont Brongh, and 305 reels in
Library, 0D, Of the above, all except the 305 in Library, OCD are vie
tal records,

The cause of the poor microfilm eoples are the result of:

&, Cemera mechanieal fpilures,

b, Untrained, disintorested operators,

@, Delay in r:turnins developed film by Reproduction DBranch,
therehby preventing officient rechecking,

d, Processing fanltsy ecratches, waterspois, etc.

®, No positive qualitive controlsy residu-l hypo, reproduciion
standards,

SOLUTION:

1, That the move to the final repository should take plsece as soon
as possible and thet it have atwospherie controls,

2, The return of all Burroughs sqjuipment; ) cameras purchased, 1
rented and be repl:zoed with Recordak Commerelsl Microlilmers,
It ie recommonded thet the Recordak equipment be ronted, as the
coet 1s 336 per month per unit (cemcra and reader), provides
sorvies, exchanze when better equipment bocomes obtain=ble, ete,

3, Obtaining 3 persons to be trrined for operation of the cameras
end related tasks,

Ls Provide Reproduciion Branch with adequate proceasing equipnent

and persormel tc handle the job expeetad of them ef™clently
snd expadiently,

-
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Standards established by the National Bureau of Standards for
mlero®lm be maintained,

s, Residual hypo on the 7ilm ic be lesas than 0,005 milili-

grans per square inch,
b. Negutive images to be of such quality to permit paper
enlargements at no more than 107 loes in definitien,

That the repository include equipment for onwthe-spot service
28 soon ad » disastor strikes, It is suggestad that an ime
nedists stuly be made to determine vhrt eguiprent would be
nocessery Lo start operstions,

Coordination of 211 microfilm equipment within the Agemcy to
determines

&, Amount and kind o equipment on hand,
b, Productivity ef the equipment.
¢. Coordinated plamning of the moat officient use of

equipment avallable.
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VITAL DOCUMENTS REPOSITORY PROCFDURE

Btatus, {See attached report)

Transfer of Administrative and Operational Responsibility.

1.
24
3.
ha
5
6,

Clesrance vwith Security Staff,

Ispuance of "H" Badges to New OC/HVD and Alternate OC/RVD,
Inventory of Equipment and Documents,

Transfer of HVD Adnministrative Records,

Turn in "H" Badges of 0ld OC/RVD and Alternste OC/RVD,

Formal transfer of RVD by memo from Chief, Services to AD/CD,

Parmanent Rapository.

1,
2,

3.

he

53
b

Arrangement of Floor Plen,
Preparation of Transport Plan,

it Marking of Equipment,

b} Securing of Equipment, _

(e) Prosurerent of Additional Fquipment meeded or not mow in
Interin Repository; e.g. Maps Division, Map Cases, Micro-
film Readers, stc.

Arrangements with Services for:

{a) Movers,

{b) Transportation.

20 Per diem end Travel Allowances,
a Mierofilm le‘

Arrangesents with Security fors

{a) Armed Guards.
(b) Inspection of Safe-Guards Furoute and in Permanecnt Area,

Rotification of OPC, 080, 0SS, ete. of Plens and Arrangerents,
Execution of the Move to Permancnt Repository.

{ag Overseeing the Move,

{b) Security.

¢} Iosding and Unloading.
{d) Arrengement in Permancnt Repository.

L
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7« Imspection of Ares with Seecurity Represont-tives.
8. Seccure Ares,

9. Report to Proper Authorities on Completion of Hove,

e
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